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From Commanding O ficer, Enlisted Placenent Managenent Center
Subj: CIVILI AN EMPLOYEE ASSI STANCE PROGRAM ( CEAP)

Ref : (a) Title 5, Chapter 1, Part 792
(b) SECNAVI NST 12792.3
(c) EPMACI NST 12451. 1B

1. Purpose. To revise the Enlisted Placenment Managenent Center (EPMAC)
policy on the Cvilian Enpl oyee Assistance Program (CEAP) required by reference

(a).
2. Cancellation. EPMACINST 12792. 1B

3. Information. The Departnment of Navy's policy requires a drug-free federa
wor kpl ace as stipulated in reference (b). CEAP is a managenent program

of fering assistance to enpl oyees who have probl ens involving al coholism drug
abuse, ganbling, financial, famly or other problenms which result or nmay result
in inmpairment of job performance or job-related conduct. The Director
Cvilian Personnel/Command Training Division is the Program Adm nistrator for
Enlisted Placenent Managenent Center (EPMAC). All requests for assistance
shoul d be submitted to the supervisor who then forwards it to the Program

Admi nistrator. Referral will be nade to the Labor and Enpl oyee Rel ati ons
Division at the servicing Human Resources O fice (HRO, who ensures the

provi sions of law and regulation are met. Contact and referral counselors are
responsi ble for conducting the initial interview with an enpl oyee, explaining
the provisions of the program and referring the enployee to a source of
assistance. Consultations are confidenti al

4. Action
a. Departnment directors and supervisors wll:
(1) Ensure all subordinates are aware of the CEAP Program

(2) ldentify and docunent instances of poor or deteriorating
per f or mance.

(3) Seek the proper guidance to aid in obtaining counseling for
enpl oyees.

(4) Initiate corrective action if the enployee refuses assistance from
the counselor or follows the programbut fails to i nprove performance or
behavior to an acceptable [ evel within a reasonabl e anount of tinme per
reference (c).

b. Enpl oyees will:

(1) Be aware of the CEAP program by attendi ng mandatory training
annual | y.

(2) Participate in the program when they becone aware that there is a
problem affecting their work performance either by self-referral or through
HRO
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(3) Be responsible for any costs associated with treatnent as a result
of referral

(4) Cooperate with supervisors and counselors in natters relating to
t he program

(5) Correct unacceptable perfornmance within a reasonabl e amount of tine
or be subject to appropriate action per reference (c).
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